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This job aid provides detailed information related to the three primary NC OpenBook fields within the
North Carolina E-Procurement system: Federal Award Number, Grant ID, and Bid Number. The
functionality outlined below is specific to the Department of Health and Human Services (DHHS).

Federal Award Number

Accounting Combinations created by the North Carolina Accounting System (NCAS) determine the use of
Federal Award Numbers on NC E-Procurement transactions. Based on the Accounting information
entered on a requisition, a Federal Award Number may be required to complete the transaction.

PRT100587: Untitled eReqguisition
Items: 0 Total $0.00USD Cancel

Ed Add Non-Catalog Item

If you cannot locate an item in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process because your purchasing department
may get involved to complete the order. Add the infermation before leaving the screen.

How To
Full Description: Enter a description for this item. - Quantity: 1
- Unit of Measure: each -
*Commodity Code:  (no walue) -
Price: $0.00USD =
*Supplier: (No Preference) -
Tax Rate: COther -
Location: (no value) [ select ]
Tax Amount: $0.00USD @
Bid Number: (no value) -
Other Costs:  $0.00USD &
Supplier Part #:
Amount: $0.00USD
Recycled Content? Yes @ No
Item Classification: @ Good Service When an ARRA Federal
Contract: No - Award Number is selected,
an ‘ARRA Funds’ field is
Blanket Purchase? O ves © o displayed indicating ARRA
Funds are being used for
the line item.

Accounting - hy Line Ttem /
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When an ARRA designated
CompamyT == ===="~ T . Accounting Combination is
selected, the appropriate
Account: 531312 -
Federal Award Number,
RRSEEEE L ik T T CFDA number, and title are

automatically populated.

* indicates required field

1. When an Accounting Combination (Company, Account, Center) associated with American Recovery
and Reinvestment Act (ARRA) funds is selected, NC E-Procurement will default the appropriate
Federal Award Number, CFDA number, and award title, based on data provided by the Office of State
Budget and Management (OSBM).

Note: A Federal Award Number is required when using an Accounting Combination associated with
ARRA Funds.
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PRT100587: Untitled eRequisition
Items: 0  Total: $0.00USD Cancel
Ed Add Non-Catalog Item
If yvou cannot locate an item in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process because your purchasing department
may get involved to complete the order. Add the infermation before leaving the screen.
How To
Full Description: Enter a description for this item. - Quantity: 1
— Unit of Measure: each -
“*Commodity Code:  (no wvalue) -
Price: $0.00USD o
*Supplier: (Mo Preference) -
Tax Rate: Other -
Location: (no value) [ select ]
Tax Amount: $0.00USD @
Bid Number: (no value) -
Other Costs:  $0.00USD &
Supplier Part #:
Amount: $0.00USD
Recycled Content? () ves @ No
Itemn Classification: @ Good ©) Service
Contract: No -
Blanket Purchase? (©iyes @ No
When an ARRA
Accountlng Combination
Accounting - by Line Item is selected, the ‘Federal
5 = q
Company: EyT TR Award Number’ field is
required.
Account: 536259
Center: _ _-=—=="7 ARGaiRoe v T TTTTTT -
=" -~
7 Federal Award Number: ?  (no value) - \
S~oo b A Federal Award Number is required for the selected accounting comhinatiull._ -7
Government Gram 0T T = = = = = = = - — — o o e e e e e == === =TT T
* indicates required fisld

2. If an ARRA designated Accounting Combination is selected and the NC E-Procurement system
cannot default the appropriate Federal Award Number, the user will be required to select a value from
the pick-list.
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PRT100587: Untitled eRequisition

Ttems: 0 Total: $0.00USD Cancel
El Add Non-Catalog Item

If you cannot locate an item in the catalog, request a non-cataleg item using the fields below. Non-catalog items may take longer to process because your purchasing department
may get involved to complete the order. Add the information before leaving the screen.

How To
Full Description: Enter a description for this item. - Quantity: 1
. Unit of Measure: each  +

*Commedity Code:  (no value) -

Price: $0.00USD g
*Supplier: {No Preference) -

Tax Rate: Cther -
Location: (no value) [ select ]

Tax Amount: $0.00USD g
Bid Number: (no value) -

Other Costs:  $0.00USD =
Supplier Part #:

Amount: $0.00USD
Recycled Content? () ves @ No
Item Classification: @ Good ) Service
Contract: No -
Blanket Purchase? () Yes @ No

Update Total

Choose ‘Other’ to
view the full list of

Accounting - by Line Item

company: 0L - available Federal

Account: 536255 Award Numbers.

Center: 1R041R04 -

Federal Award Number: ?  (no valug) -
93.569_G-0901NCCOS2 ARRA - Communif ices Block Grant

Government Grant ID: 7 93,703_H8BCS12232-01-00 ARRA - Center Integration Services Development Initiative
93.703_CB1CS13906 ARRA - Center Integrated Services Development Initiative

14,257_5-09-DY-37-00, Gmelessness Prevention and Rapid Re-Housing Program (Recovery Act Funded)

- =

~

4
Other...
* indicates required fielos _ —

3. Select the down arrow next to the ‘Federal Award Number’ field. If the appropriate Federal Award
Number is not displayed as a recent selection, choose ‘Other’ to view the full list of available Federal
Award Numbers.
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Choose Value for Federal Award Number: Cancel
Select a walue from the list or enter a walue and search for it. You can also select a specific page from the pull-down list or click an arrow to display the previous or next page.
———————— How To
--" S~
/” N
O ~
eld:  CFDA - AN
i \
| Federal Award Number !
\ Award Title !
A Award Type /'
ARRA = :
lﬂ:{h\\ Fegeral AWara ber - Award Title Award Type ARRA

-
S~ -

M »

(novalug) ~ "= ===-""7 Select

10-Jv-11221637-065 Prescribed Fire and Organic Soil Consumption Cooperative Agreement No

1234567 FAN no CFDA Project Grant Nao
10.001 2009-RC-55-0001 Sea Level Rise Risk Management Study Project Grant No
10.025 09-5100-0033-GR New Foam Depopulation Technology Project Grant No
10.025 09-9137-1072-GR NC Threat Reduction Project Grant No
10.025 09-6100-0047-CA Advanced CAMET Training Series Project Grant No
10.025 10-9137-1072-GR NC Threat Reduction Proiect Grant No [Select] ~

g
i

4. The ‘Choose Value for Federal Award Number’ page allows users to search for and select the
appropriate Federal Award Number for the line item. The user can search by CFDA, Federal Award
Number, Award Title, Award Type, or ARRA indicator.

5. Due to the unique management of funds within DHHS, the appropriate Federal Award Number may
be ARRA or Non-ARRA. To search by ARRA indicator, select ‘ARRA’ from the search field
dropdown box. Type the word ‘yes’ to search for Federal Award Numbers tied to ARRA funds.

6. To add a Federal Award Number to the line item, click the ‘Select’ button next to the appropriate
value.

Note: NC E-Procurement receives Federal Award Numbers from OSBM nightly, Monday - Friday. A Non-
ARRA Federal Award Number or an ARRA Federal Award Number established by 5PM will be available
the next business day.

Note: The ‘Choose Value for Federal Award Number’ page will display a maximum of 500 Federal
Award Numbers. If there are over 500 Federal Award Numbers available for selection, utilize the search
functionality to narrow your results.
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PRT100587: Untitled eRequisition

Items: 0 Total: $0.00USD Cancel

Ed Add Non-Catalog Item

If yvou cannot locate an item in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process because your purchasing department
may get involved to complete the order. Add the infermation before leaving the screen.

How To
Full Description: Enter a description for this item. - Quantity: 1
— Unit of Measure: each -

“*Commodity Code:  (no wvalue) -

Price: $0.00USD o
*Supplier: (Mo Preference) -

Tax Rate: Other -
Location: (no value) [ select ]

Tax Amount: $0.00USD g
Bid Number: (no value) -

Other Costs:  $0.00USD &
Supplier Part #:

Amount: $0.00USD
Recycled Content? (0 ves @ No
Itemn Classification: @ Good ©) Service
Contract: No -
Blanket Purchase? (©iyes @ No

Update Total

Accounting - by Line Item

When a Non-ARRA
Company: 12385 - Accounting Combination is
N ) selected, the ‘Federal
ccount: 456789 -
Award Number’ field is
Center: A A a
------------------ displayed as a pick-list.
L _Federal Award Number: ?

93.110_H47MC08654 Children's Oral Healthcare Access Program
93.283_U38HKO00047 NC Community Health Assessment

93.958:2BDQSMDLDDBELD Bs for Community Mental Health Services
93.224_H80CS00315 Health Center Cluster
93.944_UB2P5001613 Medical Monatoring P

* indicates required field

7. When a Non-ARRA Accounting Combination is selected, the Federal Award Number field is displayed
as a pick-list.

8. Select the down arrow next to the ‘Federal Award Number’ field. If the appropriate Federal Award

Number is not displayed as a recent selection, choose ‘Other’ to view the full list of available Federal
Award Numbers.

Note: When selecting an Accounting Combination that represents Non-ARRA federal funding, it is

important to use the pick-list to select the appropriate Federal Award Number. This action allows for
accurate reporting of state spending related to federal awards.
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Choose Value for Federal Award Number: Cancel

Select a value from the list or enter a value and search for it. You can also select a specific page from the pull-down list or click an arrow to display the previous or next page.
How To

FisHd? CFDA <
7’

Federal Award Number
Award Title 4

(?B& FEOEral AWara L Award Title Award Type ARRA

{no value) Select

o

10-1v-11221637-065 Prescribed Fire and Organic Soil Consumption Cooperative Agreement  No

1234567 FAN no CFDA Project Grant No
10.001 2009-RC-55-0001 Sea Level Rise Risk Management Study Project Grant No
10.025 09-6100-0033-GR New Foamn Depopulation Technology Project Grant No
10.025 09-3137-1072-GR NC Threat Reduction Project Grant No
10.025 09-6100-0047-CA Advanced CAMET Training Series Project Grant No
10.025 10-9137-1072-GR NC Threat Reduction Project Grant No [=alectl ~

9
i

9. The ‘Choose Value for Federal Award Number’ page allows users to search for and select the
appropriate Federal Award Number for the line item. The user can search by CFDA, Federal Award
Number, Award Title, Award Type, or ARRA indicator.

Note: The ‘Choose Value for Federal Award Number’ page will display a maximum of 500 Federal
Award Numbers. If there are over 500 Federal Award Numbers available for selection, utilize the search
functionality to narrow your results.

10. To add a Federal Award Number to the line item, click the ‘Select’ button next to the appropriate
value.

Note: The ‘Federal Award Number’ field has been added to current system search functionality.
Please reference the System Searches training course for specific information.
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Grants

NCAS Accounting Combinations determine the use of Grant Numbers on NC E-Procurement
transactions. Based on the Accounting information entered on a requisition, users may be required to
select a Grant ID related to their purchase.

PRT100587: Untitled eRequisition
Items: 0 Totalk $0.00USD Cancel

Ed Add Non-Catalog Item

If you cannct locate an item in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process because your purchasing department
may get involved to complete the order. Add the information before leaving the screen.

How To
Full Description: Enter a description for this item. - Quantity: 1
- Unit of Measure: each -
*Commodity Code:  (no value) -
Price: $0.00USD o
*Supplier: (Mo Preference) -
Tax Rate: Other =
Location: (no value) [ select ]
Tax Amount: $0.00USD @
Bid Number: (no walue) -
Other Costs: $0.00USD a
Supplier Part #:
Amount: $0.00USD
Recycled Content? () ves @ No
Item Classification: @ Good ) Service
Contract: No -
Blanket Purchase? (©ives @ No
Update Total
When a Non-Government
Accounting - by Line Item a g
designated Account is
Company: 1234 selected, the ‘Grant ID’
Account: s385E field is required.
Center: 2010
Federal Award Number # = (ig value) e T
» - - T~ ~
Grant 1D: ? {no value) - ,\
S~ - H Based on the account selected, a Grant ID must be chosen. The Grant ID is assigned when grants are initially set up in the NCGrants- -
________ online reporting system. If a valid Grant ID is not available for selection, please visit www.ncgrants.gov to obtain the appreprmafe Grant
ST - —— e e T I I AT LT

* indicates required field

1. When a user selects a Non-Government designated Account, the ‘Grant ID’ field is displayed as a
pick-list.

Note: A Grant ID is required when using a Non-Government designated Account.
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PRT100587: Untitled eRequisition

Items:0  Total: $0.00USD [Cancel
Ed Add Non-Catalog Item

If you cannet locate an item in the catalog, request a non-cataleg item using the fields below. Non-catalog items may take longer to process because your purchasing department
may get involved to complete the order. Add the information before leaving the screen.

How To
Full Description: Enter a description for this item. - Quantity: 1
= Unit of Measure: each -

*Commodity Code:  (no value) -

Price: $0.00USD o
*Supplier: (No Preference) -

Tax Rate: Cther
Location: (no value) [ select ]

Tax Amount: $0.00USD g
Bid Number: (no value) -

Other Costs: $0.00USD g
Supplier Part #:

Amount: $0.00USD
Recycled Content? ) ves @ No
Item Classification: @ Good ) Service
Contract: No -
Blanket Purchase? (0 ves @ No

Update Total
Accounting - by Line Item
Company: 1234 -
Account: 536E - . .
Select ‘Other’ to

Center: 2010 -

view the full list of
available Grant IDs.

Federal Award Number: 7 (no value)

Grant ID: ?  (no value) -
is assigned when grants are initially set up in the NCGrants online reporting
27898 - Rural Hospital Assistance Program ncgrants.gov to obtain the appropriate Grant ID.
23272 - Developmental Disabilities Council 2209
28954 - ESG
17821 - COMMUNITY CARELPMT_/HEALTH NET GRANT CONTRACT # 90008489
* indicates req 172_5_7 - Communifgb Grant

ok Hicancel £

2. Select the down arrow from the ‘Grant ID’ pick-list. If the appropriate Grant ID is not displayed as a
recent selection, choose ‘Other’ to view the full list of available Grant IDs.
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Choose Value for Grant ID Cancel
Select a value from the list or enter a value and search for it. You can also select a specific page from the pull-down list or click an arrow to display the previous or next page.
- - S~ . How To
4 N
’ \
’ \
! Field:  Grant ID - \
Grant ID ,I
\ Program Name 7
S Grantee 7
A v
S - e
GrantdR _ _Progrdm Name Grantee
-
16447 Community Care of NC/HealthNet/17851 - Carryover for 2009 Northwest Community Care Network =
16448 Community Care of NC/HealthNet/17846 Access Ii Care Of Western Nc
16449 Community Care of NC/HealthNet/17848 Access Ii Care Of Western Nc
16450 Community Care of NC/HealthNet/18083 Partnership For Health
17247 Community Health Grant Elue Ridge Community Health
17259 Community Health Grant Davidson Medical Ministries Clinic, Inc.
17264 Community Health Grant Community Care Clinic Of Rowan County i

3. The ‘Choose Value for Grant ID’ page allows users to search for and select the appropriate Grant
ID for the line item. The user can search by Grant ID, Program Name, or Grantee.

4. To add a Grant ID to the line item, click the ‘Select’ button next to the appropriate value.
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PRT100587: Untitled eRequisition
Items: 0 Total: $0.00USD Cancel
Ed Add Non-Catalog Item
If you cannot locate an item in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process because your purchasing department
may get involved to complete the order. Add the information before leaving the screen.
How To
Full Description: Enter a description for this item. - Quantity: 1
. Unit of Measure: each -
“Commodity Code:  (no value) -
Price: 50.00USD o
“Supplier: (No Preference) -
Tax Rate: Other =
Location: (no value) [ select ]
Tax Amount: $0.00USD E
Bid Number: (no walue) -
Other Costs:  $0.00USD o
Supplier Part #:
Amount: $0.00USD
Recycled Content? ) ves @ no
Item Classification: @ Good () Service
Contract: Mo -
Blanket Purchase? () yves @ No
When a Government
designated Account is
- - selected, the ‘Government
Accounting - by Line Item
g q q
Grant ID’ field is displayed,
C : 1234 A
ompany: M but not required.
Account: 5364 -
Center: 54324 -
’Fader'ﬁl‘)\;ra-rd Number: ?  (no valuej— Te-- ~ -
k4 ~
~ Government Grant ID: ? /'
S~a --"
* indicates required field
vl Sie=ss—nl ) |

5. When a user selects a Government designated Account, the ‘Government Grant ID’ field is

displayed as a free text field. The ‘Government Grant ID’ is a non-required field that holds up to
15 characters.

Note: The ‘Grant ID’ and ‘Government Grant ID’ fields have been added to current system search
functionality. Please reference the System Searches training course for specific information.
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Bid Number

Items purchased from a catalog in the NC E-Procurement system are associated with a specific State
Term Contract ID and Bid Number. When a catalog line item is added to a requisition, the ‘Contract ID’
and ‘Bid Number’ fields are automatically pre-populated with the appropriate values. Items purchased
using Non-Catalog functionality contain pick-lists for both the Contract ID and Bid Number, allowing users
to select the appropriate values for their transaction.

PRT100586: Untitled eRequisition

Items: 0 Totak $0.00USD Cancel

El Add Non-Catalog Item

If you cannot locate an item in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process because your purchasing department
may get involved to complete the order. Add the information before leaving the screen.

Full Description:

*Commodity Code:

Recycled Content?

Item Classification:

Contract:

Blanket Purchase?

Enter a description for this item. -

490-32 - Environmental Test...

-

ITS-R004252 - Ethernet Services
16-001361 - Temporary Labor Pool to Perform Weeding Services at the DFR Claridge
16-001119 - Full Delivery Projects for Stream and Wetland Mitigation - Lumber 03

Dives @ No

Quantity:

Unit of Measure:

1

each -

How To

Users can select the
appropriate IPS or
ITS Bid Number

Price $0.00U q q q
“Supplier: (Mo Preference) - using the p'Ck'“St
Cther i -
Location: (novalue) [select] —_____ ______ hd when ad_dmg non
---------------------------- Tax Amount:  $0.00USD catalog line items.
- Bid Number: (no value) v] "\
< . ~GtheF Costs $0.00UsD 3
Supplier Part #: 18-3057-TP=1—-Gravet #67 Stene— — = == == === === —===-=~=""7
ITS-004556 - Trimble R7 GNSS field receiver with Geodetic antenna for Land Resources. Amount: $0.00USD

Update Total

Note: The ‘Bid Number’ field has been added to current system search functionality. Please reference
the System Searches training course for specific information.
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